
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

. Dates of Series 
arliest Latest 

1977 t o  d a t e  1- I 

5. Records Series Title (followed by title used in office; if different) 

I n d u s t r i a l  A r t s  Education Adminis t ra t ive  F i l e s  
~ .. - 

. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: admin i s t e r ing  and coord ina t ing  t h e  va r ious  f u n c t i o n s  of t h e  I n d u s t r i a l  
Arts Education u n i t .  

Included are: correspondence w i t h i n  t h e  department ,  w i th  o t h e r  state agencies  and o u t s i d e  
s ta te  government; p roposa ls ;  r e p o r t s ;  and o t h e r  documents r e l a t e d  t o  t h e  u n i t  
f u n c t i o n .  

c h r o n o l o g i c a l l y  by f i s c a l  yea r ,  thereunder  a l p h a b e t i c a l l y  by s u b j e c t  o r  File i s  arranged: 

o r g a n i z a t i o n a l  u n i t .  
I. Monthly Reference Rate How often arerecords referred to which are: 

One to six months old ; Seven t o  twelve months old ; Thirteen t o  twenty-four months old 

twenty-five months and older ? 
I. Annual Rate of Accumulation of Records 

Letter-size drawers _ - ~ ,  2 . Legal-size drawers ;Shelves ; Other (wecify) 

9-50-71; Rev. 76 



. ~. . - 

a. I s  this the official copy of the series? 
- 

If yes, cite law or regulation. 
I 

~ ~~~ 

x c. I s  this a vi ta l  record? ~ -_ 
_. .~ x d. Does this serie-e historical or long term research value? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
X documen& be scheduled seDarately?- 

9. Is  thehformation JX~ ntained in 

If ye$, attach COPY. . -~ - - 
h. Is there a &&atid oF6is series in your office, or in another office or agency? 

f. I s  the#@rn$’ IF n-inedbn this series everaublished? If ves.attach~copy. -- 

this series ever analyzed andlor recorded in a summarized report? X 

x Jves~here? . - 
i. Ls this series /oramdiorDortion of  itl reaularly~microfilmed? 

~ .__ 

I the rtmrdseries rewltinacommneracintnut? _ _  ~~ ~ I 

x j Doe 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period .-years. 
b. Statute of limitation -.years. e. Administrative need -- years. 
c. Federal law ~ _ _  .years. f. Federal retention instructions -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

.’ 1 

.! 

__ _ - _ _ _ _ _ _ _ ~ _ _ _ _ -  ~ 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; & Fiscal Year; 0 Other - - - then, 

I24 Hold in the current files area --month(s) -_. .- year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
IY Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 
--yeark); then 

These instructions apply to al l  prior and future accumulations of the series. 

If disapproved, attach letter 
if explanation.) 


